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Preparation for the on-line claim 

 Complete a paper copy of the claim 
prior to going to the DPI website  

 Have all information for the claiming 
month in front of you 
◦ Enrollment data (Free, Reduced, Non-

needy and total children enrolled) 

◦ # of days of service 

◦ Average Daily Attendance (ADA) 

◦ Applicable meal count totals by meal type 
(B, AM, L, PM, S, Addl) 

 



General Reminders 

 Time limitations  

◦ 30 minute time limit if no activity 

 Exiting the Program 

◦ Click on the “Logout” button at the top of 

the screen to exit from the entire program.   

◦ If exiting the system prior to completing 

the claim, click the "Continue" button at 

the bottom of the screen you are working 

on.  This will save the information from 

that page. 

 

 



 http://fns.dpi.wi.gov/fns_online  

 

 

 

 

 

 

 

 

 Bookmark site at this point, NOT at later 
pages 

 

 

Logging on to the Website  



Internet Claim Manual 

Links to Webcast Page 



Logging on to the Website  

1 

2 



Logging on to the Website  



Select “Community Nutrition Program” 

Select “Claim Reimbursement” 

Select “Child and Adult Care Food Program” 

Select “Enter-Modify Claim” 



Submitting the Claim 

Select the type of program 

Click “Continue 



Submitting the Claim 

Click “Continue 

Enter the participation data  



Submitting the Claim 

Sponsoring 

Organizations 

(2 or more sites 

on CACFP) 

Independent 

Centers  

(1 site on 

CACFP) 



Submitting the Claim 



Submitting the Claim 



Submitting the Claim 



Submitting the Claim 

Print this page and keep on file 

To view and print the submitted claim,  

click “Community Nutrition Program” 



View or Print Claim 

Select “Claim Reimbursement” 

Select “Child and Adult Care Food Program” 

Select “View-Print Claim” 



View or Print Claim 

Select the type of program 

Click “Continue 

Select “Claim Month”  

and “Year”  



View or Print Claim 



Modifying a Claim 

 After entering a claim for reimbursement, 
agencies may modify their claim on-line 
until the time the claim is processed by 
DPI 

 Processing of claims at DPI is 
completed, in most cases, on Tuesday 
mornings 

 After a claim has been processed by DPI 
it CANNOT be modified on-line.  A paper 
copy of the amended claim will need to 
be completed and submitted to DPI.   

 



Modifying a Claim 

 To modify an on-line claim, simply 

follow the steps for entering a claim 

that begin on page 3 of the manual 

and slide 4 of this presentation 

 

 The unprocessed claim will be 

available for selection on the 

Participation Reimbursement 

Information – Parent Form screen   

 



Amended Paper Claim 

 This method is required once the claim has 
been processed by DPI 

 Download the blank hard copy claim form at: 
http://fns.dpi.wi.gov/fns_centermemos for 
Child Care Institutions (Guidance 
Memorandum 3C), or 
http://fns.dpi.wi.gov/fns_adultmemos for Adult 
Day Care (Guidance Memorandum 3A) 

 Complete the form with the correct 
information and send to DPI using the 
instructions provided on the form  

 

 Write “AMENDED claim” across the top of the 
amended claim form 

 

http://fns.dpi.wi.gov/fns_centermemos
http://fns.dpi.wi.gov/fns_adultmemos


Contacts 

 If you have misplaced your password or 
wish to request a new password, please 
contact: 

   Jacque Jordee at 608-267-9134 
 

 Secondary Contact:   
◦ Rick Fairchild  at 608-266-6856 

  
 Jacque and Rick can also assist you in 

completing the claim on-line if you are 
experiencing problems 
 



In accordance with Federal Law and U.S. Department of Agriculture policy, this 
institution is prohibited from discriminating on the basis of race, color, national 
origin, sex, age, or disability. 
 
To file a complaint of discrimination, write USDA, Director, Office of Adjudication, 
1400 Independence Avenue, SW, Washington, D.C. 20250-9410 or call toll free (866) 
632-9992 (Voice).  Individuals who are hearing impaired or have speech disabilities 
may contact USDA through the Federal Relay Service at (800) 877-8339; or (800) 
845-6136 (Spanish).   USDA is an equal opportunity provider and employer.  


